PERSON SPECIFICATION

	JOB TITLE: Senior Clerical Assistant

	


	Attributes
	Essential
	Preferred
	Source

	Education/

Qualifications


	GCSE English and Maths (grades A*-C) or equivalent.
	
	

	Experience


	
	Experience working in a busy office environment.
	

	Skills/

Knowledge/

Aptitude


	Ability to work to deadlines.
Good EXCEL and word processing skills
Ability to use IT systems including databases and Microsoft office products.

Good communication and interpersonal skills.

Good organisational and time management skills.

Ability to work collaboratively with other office members, to work as a team.

Ability to take responsibility and work with autonomy where required.

Strong team working skills and ability to work under pressure.

Ability to self-motivate and have a “can do” attitude.

Ability to pay attention to detail at all times.
High levels of honesty and integrity, and the ability to follow requirements of confidentiality and data protection.
	                                                                                                                                                                                                                              
	

	Other


	Willingness to undertake First Aid training
Willingness to undertake further professional training, as appropriate.

This post is subject to an enhanced DBS disclosure.

The post holder must be committed to safeguarding the welfare of children and young people.


	Current First Aid Certificate
	


